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IN THIS ISSUE  
 

Welcome to October’s CMS newsletter. 
 

This edition features the following: 
 2016 Membership Renewals are on the way; 
 P&C Essentials Workshop wrap up; 
 Handover checklist for outgoing Executive; 
 Member survey results; 
 CMS Bookkeeping and Payroll Service; 
 We discuss recruitment and selection in our featured article “Sorting 

through the crowd”. 
 

We hope you enjoy this jammed packed edition. Happy Reading! 
 

NEWS 
 

LAST ROADSHOW FOR 2015 
CMS are heading to Maryborough and Gympie on Monday 30th November 2015 for 
the last Roadshow for 2015. We would love the opportunity to meet with you and have 
a chance to discuss all the issues you are facing and maybe solve some you didn’t 
know that you had! Schedule your appointment as soon as possible so you don’t miss 
out on our last roadshow for 2015. Call Beck on 07 3852 5177 or email 
rebeccaw@cmsolutions.org.au to secure your spot today. 
 
Workers’ Compensation Act Passed 
The Workers’ Compensation and Rehabilitation and Other Legislation Amendment Act 
2015 was passed by Parliament on 17 September 2015. The Act implements the 
Queensland Governments election commitments for restoring the rights of 
Queenslanders injured at work. Visit the website for further information.  
 
WorkCover Connect for Employers 
Login in to renew your policy, track claims, analyse trends and manage your workers’ 
compensation policy. https://ols.workcoverqld.com.au/ols/loginEmployerOnline.wc 
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Workplace Bullying & 
Harassment Toolkit 
 

Community Management 
Solutions Workplace Bullying 
& Harassment Toolkit 
outlines the legal context and 
reasons behind legislative 
reforms. 
 
This toolkit includes 
definitions to help you 
understand what the 
legislation covers and how 
the Fair Work Commission 
will administer these 
changes. 
 
The toolkit clearly outlines 
your obligations as an 
employer and the 
implications for you and your 
organisation if things go 
wrong. 
 
The toolkits also contains 
sample policies that you can 
customise to your 
organisation. 
 
Contact CMS on 1300 007 
110 to order your Workplace 
Bullying & Harassment 
Toolkit today. 

 

Time to Renew Membership! 
 

Membership renewals for 2016 have recently been sent out to all current members. To remain a 
member of CMS and to keep accessing the advice, guidance and support we offer for 2016 simply pay 
your invoice and send back your updated contact details on the membership form. 
 
Community Management Solutions have undertaken a review of their membership fee structure. The 
new fee structure is calculated on your total number of employees. We have also introduced a new 
membership category which offers better access for our members who don’t employ staff, but still look 
to us for support in governance and financial matters. 
 
Don’t miss out on the ongoing support of CMS in running effective and profitable organisations. Submit 
your Membership Renewal Form 2016 today! 
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UPCOMING EVENTS  

Conflict Resolution in Brisbane 
Special guest presenter Elle Ackland will be talking 
through some of the ways that you can prevent 
conflict in the workplace and help you with 
strategies to proactively deal with conflict situations. 
We know many of you find this one challenging so 
come along, learn some new skills and gain greater 
confidence. 
 
Roadshow in Sunshine Coast 
Book now to meet one of our HR/IR experts to 
discuss your staff management issues, or one of our 
Finance team to talk through managing your 
finances. Or both of them to make sure your 
organisation is firing on all cylinders! 

Contact Rebecca White on 07 3852 5177 to register. 

On the 13th October 2015 we held our very first P&C Essentials 
Workshop in conjunction with Canteens.com.au and NAQ 
Nutrition. This one day workshop was designed to provide P&C 
Management Committees and Convenors with the support and 
resources they need to ensure they run a successful business and 
operations. 
 
We were lucky enough to have a number of exhibitors attend the 
workshop.  
 
 Canteens.com.au 
 NAQ Nutrition 
 Marsh Advantage Insurance 
 P&C’s Qld 
 Flexischools 

 
We would to thank them for their support and for being a part of 
our first P&C Essentials workshop.  
 
We would also like to thank those that attended and we hope you 
enjoyed it as much as we did. 
 
Stay tuned for more information to come on our 2016 training and 
seminars. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

P&C Essentials Workshop  
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Planning for Christmas Holiday Closures 
 
As an Employer you have the option to close your business down for a period of time over the 
Christmas holidays. Employees can be required to take leave at this time. 
 
In planning for these forced closures, remember that you will need to advise your employees of the 
closure well in advance (at least 14 days written notice). You will need to advise staff before they go 
on leave when they will start back at work in the New Year. 
 
Staff will need to book annual leave for the period of closure. If they do not have enough leave 
accrued, they may need to take unpaid leave or take leave in advance. 
 
If you agree to giving staff leave in advance, ensure that you have a signed agreement in place. If you 
should terminate or they resign before they have accrued the leave taken, this ensures you will not be 
out of pocket. This agreement should state that you have authority to deduct the cash equivalent of 
the leave taken in advance from their final pay. 
 
Should an employee make a request to take the leave period without pay, whether you grant it or not, 
the employee is still entitled to pay for public holidays falling during the period of closure. For part 
time employees the public holidays would only be payable if they fall on a day they would ordinarily 
be required to work. 
 
If you need help with managing any of these issues call us on 1300 007 110 and we can assist you 
in making sure you have everything covered. 
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And the survey says… 
 
Together with our debt management partners Optimum 
Recoveries, we’d like to thank our members who took the time 
to respond to our survey about unpaid fees in the childcare 
sector in August.  
 
The results are in and we’d like to share them with you. 
 
In terms of cash flow problems faced by members, being paid 
late, being underpaid, and being ignored by parents who are 
overdue are our members’ biggest problems.  
 
83% of members think that the most sensible solution to the 
‘centre hopping’ issue is to have the rebate paid directly to the 
provider.  
 
Until a solution like that is implemented, more than 8 in 10 
centres are chasing late payments themselves through 
reminder notices. Interestingly, 42% of respondents stated 
that out of date contact details for parents is an issue they face, 
so many of these reminders might be ‘missing in action’.  
 
For most members, the total amount outstanding is under 
$10,000, which might not be much money for a for-profit 
business, but in our industry when every dollar counts, these 
funds must be sorely missed by members.  
 
In upcoming issues, we’ll be providing members with some 
handy tips that can be easily implemented to improve the 
bottom line.  
 
In the meantime, should members need a helping hand, please 
contact our debt management partner Optimum Recoveries on 
1300 556 937 or orqld@optimumrecoveries.com.au.You can 
also follow them on Twitter and LinkedIn for helpful updates, 
news, and tips.  
 
When calling the team at Optimum Recoveries, don’t forget 

to mention that you are a CMS member to receive your 
discount! 

 
 

 
 
 
 
 
Bookkeeping & Payroll 
Services 
 
Managing the finances in a 
community and not for profit 
organisation is no less important – 
or daunting – than any other 
business. Ensuring that the funds 
you have worked hard to earn are 
going to the right place at the right 
time can be a difficult task. 
 
With over 40 years of supporting 
community organisations, CMS 
(Community Management 
Solutions) have helped many 
organisation improve their 
systems and processes, find ways 
to save money and even uncover 
tricky issues before they have got 
out of hand. We have developed 
services that take the stress out of 
managing your finances, all of 
which we provide at a pro rata 
hourly rate with no hidden costs. 
 
Payroll Service 
We can manage your payroll, 
giving you peace of mind that your 
staff are receiving the right wages, 
allowances, Super and variations 
on time, every time. 
 
Bookkeeping Service 
Our bookkeeping services ensures 
that invoices are paid, ledgers are 
balanced and bank reconciliations 
are perfect. We can input all the 
data, ensure no one is under or 
over paid and create a full Chart of 
Accounts under the direction of a 
fully qualified Accountant, with a 
specialist knowledge of your 
business.  
 

We can tailor a solution to meet 
your needs. 
 

Call us today on 1300 007 110 to 
find out more!  

mailto:info@cmsolutions.org.au
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Handover Checklist for Outgoing Executive 
 
As the end of the year is fast approaching, outgoing committees should ensure that all their hard work 
is not lost. You can do this by making sure the handover process is performed correctly. Use this 
checklist to ensure all relevant information has been provided to the new executive committee. It is also 
recommended that the prospective committee members shadow the outgoing committee, attending 
committee meetings and working with them on all tasks remaining for their term. 
 

Employee Information  

List of employees and positions  
Employee personnel files – Letter of appointment / Position descriptions  
Current awards and agreements for employees  
Current pay rates  
Update list of employee current pay levels  
List of employees increments and anniversary dates  
Current records of employees leave entitlements  
(Annual Leave / Sick Leave / Long Service Leave) 

 

Current employee records (All records from the time of their employment starts)  
Past employee records (Those who have resigned/terminated must be held for up to 7 years)  
List of superannuation funds  
WorkCover information  

Address list of contacts for assistance – Industrial Relations or Employer Association 
(CMS, ATO, Super Fund, WorkCover) (Include contact name if you have one) 

 

 

Executive Information  

Committee job descriptions for all positions  
Year aims and objectives  
Communication information (e.g. access to the committee email, Facebook)  
Procedures for running core activities and submitting event proposals  
Current Association Constitution / By Laws / Standing Orders  
Other Association Policies  
Address list of contacts for assistance – Government Departments, Bank and Insurance.  
(Include contact name if you have one) 

 

List of accounts (e.g. ATO, FACs, DOC) that has restrictions and can only be accessed by one or 
two committee members that need to be updated 

 

Minute books with minutes from all meetings since Association commenced  
Motions Register  
A list of important issues/projects which need to be followed up or continued by the new 
Executive 

 

Any diary that has been kept by the Executive on issues, events and/or invitations attended by 
outgoing Executive 

 

Books of accounts for current and previous years  
Cheque, Receipt and Order Books  
Asset Register  
Auditor Statements and reports for the past 7 years including current year  
Bank form for change of signatories and any investment funds  
Register of members  
Meeting procedures  
List of everything that has password protection and include current password  

 
Please contact Community Management Solutions for further advice. 
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Sorting Through the Crowd 
 
As we look forward to November there is a lot to celebrate. Firstly you 
have nearly made it through another year and secondly November 
celebrates Authors Day (1st), Love your Lawyer Day (6th), World 
Student Day (15th) and Use Your Common Sense Day (4th). 
 
Our topic this month will be around recruitment and selection of 
employees and our aim will be to make ‘best practice’ your ‘common 
sense’.  
 
The two most common paths to recruitment and selection that CMS 
see, are: 
 
 Direct Appointment (Tap an employee, volunteer or executive 

on the shoulder to become an employee); and 
 A merit based selection process. 

 
What do we mean by a merit based selection process? 
A merit based selection process is a recruitment and selection 
process that aims to identify the best person for the job, based on a 
person’s knowledge, skills and abilities (KSA’s). 
 
A merit based selection process can be tailored to suit the 
organisation and may include; interviews, application forms, on the 
job trials, reference checks, aptitude testing and/ or personality 
testing. 
 
If you are conducting a merit based selection process you will want 
to ensure that you obtain the best array of applicants through any 
advertisements, have specific selection criteria, appoint a selection 
panel, compare applicants on the evidence they provide to support 
your selection criteria, make equal and ethical decisions, be 
transparent and select the person with the best KSA’s. 
 
Risks of direct appointment 
If you are considering directly appointing someone to your 
organisation, a few things to consider include; ensuring the person 
has the appropriate KSA’s to be able to perform in the position, not 
being forced to appoint a person (you are not obliged to give 
someone a position just because they are a volunteer or current 
employee, however this may change if you have promised the person 
a position), and removing yourself if there is a conflict of interest (for 
example if they are a family member or friend).  
 
Directly appointing someone however may be the best choice of the 
organisation if a person has been trained to move into the open 
position as part of succession planning. 
 
So which option should we choose? 
Good question. This will often come down to your specific 
circumstances, however across the board a merit based selection 
process has been found to provide the best result and is thus 
considered best practice.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 

FREUENTLY ASKED 
QUESTIONS??? 

 
 

Q.  What does an employee 
accrue on an RDO (Rostered 
Day Off)? 

 

A. The employee does not 
accrue time towards another 
RDO but they do accrue 
leave entitlements. 

 
 
 
Q.  Can an employer request a 

medical certificate from an 
employee at their discretion 
if the employee has taken 
sick leave after a weekend 
of public holiday? 

 

A. Under the Fair Work Act, this 
would likely be a reasonable 
request. The explanatory 
memorandum to the Fair 
Work Bill stated that 
requiring medical 
certificates to be supplied 
for sick leave absences the 
day after weekends or public 
holidays is likely to be 
reasonable. 

 
 
 

If you have a question you would 
like answered send us an email 

info@cmsolutions.org.au and we 
will feature it in our next edition. 
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